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Agency Division/Unit 
TOWN OF. R IDGELY GENERAL A D M I N I S T R A T I O N 

Item Description 
No. 

Retention 

1 ) 

2 ) 

3 ) 

4 ) 

5 ) 

6 ) 

7 ) 

8 ) 

9 ) 

ORDINANCES , RESOLUT IONS , AND CHARTER R E S O L U T I O N S . 

M I N U T E S / T A P E S OF GENERAL GOVERNMENT, BOARDS, AND 
COMMITTEES . 

LEGAL O P I N I O N S . 

OATHS.; OF O F F I C E . 

ZONING INFORMATION AND B U I L D I N G P E R M I T S , 

L E C T I O N ' R E T U R N S . 

PERSONNEL F I L E S , T I M E C A R D S / S H E E T S , A P P L I C A T I O N S , 
T R A I N I N G , D I S C I P L I N E , PROMOTIONS, R E S I G N A T I O N S , W"2 
FORMS, AND PAYROLL DATA . 

L E C T I O N RECORDS AND DATA NOT INCLUD ING E L E C T I O N 
RETURNS AND VOTER R E G I S T R A T I O N DATA . 

GENERAL ' ' ' F I LES INCLUDING INCOMING AND OUTGOING C O R R E ­
SPONDENCE , MEMORANDA REPORTS , S T U D I E S , S U R V E Y S , PRESS 
R E L E A S E S , NEWSPAPER C L I P P I N G S , D I R E C T I V E S AND OTHER 
M I S C E L L A N E O U S PAPERS R E L A T I N G TO THE A D M I N I S T R A T I O N OF 
[THE TOWN OF R I D G E L Y . 

PERMANENT RECORD TO BE 
M I C R O F I L M E D AND RETAINED!! 
AS A PERMANENT RECORD 
U N T I L NO LONGER R E ­
QUIRED BY THE TOWN, THEN| 
TRANSFERRED TO MSA FOR 
P R E S E R V A T I O N . 

R E T A I N U N T I L TERMINATION] 
OF EMPLOYMENT AND FOR 
THREE ( 3 ) Y E A R S , THERE­
A F T E R , THEN DESTROY . 

R E T A I N FOR F I V E ( 5 ) 
YEARS THEN DESTROY . 
D I R E C T I V E S AND OTHER 
MATER IAL R E L A T I N G TO 
P LANN ING AND P O L I C Y THAT 
P E R T A I N S T O " T H E D E V E L O P " 
OF THE* TOWN OF R I D G E L Y , 
R E T A I N PERMANENTLY FOR 
A R C H I V A L STORAGE . 
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